Jurisdiction:  Schuyler County

Jurisdictional Class:  Exempt

Adopted:  March 1, 2004

TOWN CLERK

Duties Statement

The Clerk of the Town of Montour is appointed annually by the Town Board.

Duties:  

Acts as Tax Collector;

Receives other fees and charges payable to the town; 

Issues licenses and permits pursuant to Town law;

Has custody of Town records, books, papers, reports, and communications;

Keeps account of all receipts and expenditures with a uniform system and deposits all monies received;

Acts as a Clerk of the Town Board and keeps a record of their proceedings;

Keeps a records of all town resolutions and local laws.;

Prepares invoices for proper billings;

Prepares and files annual report showing in detail all revenues and expenditures and outstanding indebtedness;

Recommends purchase of necessary supplies and equipment;

Prepares required correspondence;

Posts information at Town Hall;

Acts as records officer;

Performs duties as assigned by the Town Board.

